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*What is the function of‘the office in which this record series is created?

Agency-wide Application
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. This file contains the following documents (:mclude form numbers and titles, if any ,
and file arrangement) .

Domments relating to 'the use, receipt, and issuance of tax-free alcohol within DHR institutions

Included but not limited to are records and copies of all applications, notices and reports
relating to the rec:elpt use recovery (including restoration), losses and inventories of tax-
free alcohol; i.e. copies of Iecelpts of ethyl alcchol from supphers records of dlstrlbutlon
for use, and rronthly-annual chstrlbutlon sm-rames.

Files may be arranged in various fomats dependmg on the institution, usually clmonolog: cally
by month and year. :

ATTACH SAMPLES OF THE FILE
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PASE 2
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QUESTIONNAIRE Place an 1" 1a tae pra,n coluan. I1f anever 13 "YE5,” plestt uploln . YES N(\z
13, Is this the Record Copy of the series? ' =] 1)
14, Is there a dupllcatmn of this series in another office or agency'f ' [ ] (%]
15. Is the :Lnformatlon contained in this serles ever summarized or published? 11 [=%
~ Attach copy of summary or publlcatlon. -
16, Does the series contain classified information: requ1r1ng security handling? 1Y [x
. 17. Does the series 1n1tiate, amend or terminate agency policies a.nd procedures? [1 [x
18. Could the function be performed if the files were lost or destroyed? D 4 I
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [1 [x

20. Does the record series provide data as input to an EDP file? Some institutions fx] 11

pharmacies generate a computerized inventory, distribution and receipt listing
21. Does the record series contain documentetion produced as EDP printout? Some instid{x] [ 1

tuticns Pharma01es generate a computerized inventory, distribution and receipt listing,

22. Has the Federal Govérnment issued instructions governing the retention/dispo- . [x] { ]
‘ sition of these files? '
23. Wlll there be a need for these records 10 15 years from now? If yes, what? [ ] [¥
.‘
24. REQUIREMENTS. The following requires the files to be kept 3 years:

a.[]STATE  b.[]STATUTE OF «c.[]AUDIT  4.[KIFEDERAL e.[]ADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION . PERIOD LAW DECTSION ' VALUE
(Cite Law, Statute, or other reason for the rotention requirement)

See Attached Shect

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
- of each -[JCALENDAR YEAR -[]FISCAL YEAR -[]OTHER " ,then:

[%] Hold in the current files area * . month(s)/ year(s) :
] Transfer to [ ] State Records Center T ] Local Holdlng Area, hold__ year(s):

[x] Destroy. :

{ ] Transfer to State Archlves for permanent retentlon.

[ ] Destroy immediately after cut—off

[ ] other: (Specify) ’
Exception: Federal Inspectors, Departnent of the Treasury, Bureau of Alcohol Tobacco and
Firearms may require such.records to be' kept for an additicnal pericd ## not exceeding three
years in any case where he deems such retention necessary or advisable,
Earlier destruction is authorized on any monthly or quarterly 1nventory—dlstr1butlon reports
where the same information is updated and included on the next periodic or annual report.

+
_ (Indbca,te briefly rationale for recommendations above/or write additional remarks):

!

26. Recommendat1ons Agency Head/Designee .
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Code of Federal Repulations, Part 213 of Title 26, Subpart L Records & Peports.

paragraph 213.171 Records

Persens holding permit en Form 1447 to use tax-free alcohel, shall
keep records in sufficient detail (a) to enable any internal revenue
officer to verify all transactions in tax-free alcochol and to ascertain
whether there has been compliance with law and resulations and (L) to
enable the permittee to prepare Form J451. Such records shall identify
the tax-free alcchol by proof, shall show the date of each transaction
and the actual quantities of alcohol involved, and shall include tax-
free alcohol received from General Services Administration and the
recovery of alcchol and disposition thereof. PRecords of receipt and
authorized removals of tax-free alcchol shall sha the name, address,
and registry or permit number if anv, of each consignee or consignor,
and the type, number and serial nwnber*s of containers 1nvo].ved Records
must be kept current at all times.

paragraph 213,172

At the end of everv calendar menth, each permittee shall take and record
an actual inventory of all tax-free alcchel in his possession. Recovered
tax-free alcchol and alcchol received from General Servmes Adminis-
tration, if any, shall be listed separately.

paragraph 213.173 : v,

wesesss In the case of a State, municipal subdivision therecf, or the
District of Colurbia, holding a permit covering the use of tax-free
alcohol in a number of institutions under its control, Form 1451, sub-
mitted by such permittee shall include alcchol used by its dependent
agencies, institutions, or departments. The permittee shall submit the
original to the ass:.stant regional comnrissioner not later than the 10th
day of January of each year, towether' with his 1 renewal a_pnllcatlon 1, Form

—— ——

paragraph 213.175. Filing and retention of records and copies of reports.
~ All records required by this pa:r"t and copies of all reports submitted
_to the assistant recional camissioner shall be filed and maintained
for a period of not less than three vears, after the date of the report
coverine the transaction, in such manner as to facilitate 1nspection bv
internal revenue ofch‘é'Fq' Provided, That the assistant replonal cammiss—~
ioner may reg_ulr'e__%_\.lch records to be kept for an additional peried of not

exceeding three years in any case wfxereTle deems such retention necessary
or advisable.




